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Section Numbers are repeated each term
when the course is repeated for that term

*Step #1
*Step #2
*Step #3
*Step #4
*Step #5
*Step #6
*Step #7
*Step #8
*Step #9
*Step #10
*Step #11
*Step #12

Enter Term
Enter NEW section number only if it is a NEW COURSE
Enter Start & End dates

Creating Sections for CE

SECT

—

Credit Type [Continuing Education]

Course Levels [ CE Continuing Ed]

Acad Level [Non-Credit]

Grade Scheme [COMED Continuing Education]
Short Title

»
»

Status [Change to Active]

Local Id’s [ACS codes should come in from CRSE
Location [Main Campus, Lapeer, Livingston]
Course Types [NON Non-Credit]

** Steps 4-7 and 10-12 should self populate from CRSE but

can be changed here if needed for this section only

Next: Faculty Assignment

Step #1 Enter Instructor name

*kk

EASC

[Instructor must be in

the system as a Employee or Vendor]

v

Faculty LoakUp ar [3] far qualified
|
Lok |

[ Cancel ] [ Detail ]




Creating Sections for CE

Faculty Assignment and Offering Info

*Step #2 Percent this person is teaching.
*Step #3 Load [amount person is paid]

*Step #4 Teach Arrgt [by the hour or student]
*Step #5 Populates from Course Information

\

Section Restrictions SRES

*Step #1 Enter section capacity

*Step #2 Enter minimum enrollment \>
T



Creating Sections for CE

Section offerings and Financial Info

Section offering SOFFE

Step #1
Step #2
Step #3
Step #4
Step #5
Step #6
Step #7
Step #8
Step #9

Instructor Method
Contact Hours
Instr Method
Building

Room [assigned]
Start Time

End Time

Days of the week

Start date and End date
should populate from SECT

Section Financial Info  SFIN

This information can populate from the
CRSE screen or the section cost can
be changed here if needed for this
section only




Section Billing Info SECB

This screen information will
populate from the CRSE
(courses) menu information,
but is also the place that you
can change information for
just this section if needed

Section cost .

Book costs .

Creating Sections for CE

Section Billing Info



